 NELSON COUNTY SCHOOLS 
Job Description 
TITLE: SECRETARY I 
QUALIFICATIONS: Any combination equivalent to : high school diploma, G.E.D. Certificate or demonstrated progress toward obtaining a G.E.D. as required by Kentucky law and one year of general clerical experience, including typing, public contact and the operation of a switchboard. 
REPORTS TO: Principal 

JOB GOALS: Operate a telephone switchboard at District or school-site office; perform receptionist, clerical and mail distribution duties; provide routine information to the public; perform receptionist duties, greeting and directing visitors. 
PERFORMANCE REPSONSIBILITES: 
Performs a variety of clerical and secretarial duties in a school or other location. 
Operates a switchboard; provides routine information and assistance; receives incoming calls and makes necessary connections to school or District office or individual; takes and transmits information and messages as requested. 

Performs a variety of clerical work as assigned including posting and maintaining records, typing and duplicating materials, receiving, sorting and distributing mail, preparing bulk and certified mail and maintaining postage records; assists other offices with a variety of clerical duties as directed. 

Greets, screens and directs visitors to appropriate department; provides routine information to the public. 

Prepares, duplicates, assembles and distributes materials; maintains telephone personnel directory as assigned. 

Files and types routine lists, records, reports and correspondence. 
Operates a variety of office equipment including typewriter, postage meter, calculator and copy machine. 

Distributes forms and applications; assists in completion and verifies accuracy and completeness.
Assures the switchboard is covered during working hours; trains and provides work direction to substitutes and student workers.
Contacts police, security, fire and medical personnel as procedures require. 
Performs related duties as assigned.

Demonstrates regular attendance and punctuality. 
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Demonstrates interpersonal skills using tact, patience and courtesy.

Utilizes good communication skills, both oral and written.

Establishes and maintains cooperative and effective working relationships with others. 

Works confidentially with discretion.
Adheres to the appropriate code of ethics.
Performs other duties consistent with the position assigned as may be requested by the 

Superintendent.
KNOWLEDGE AND ABILITES: To perform the responsibilities as previously outlined. 
ABILITY TO: Perform as a leader such that student achievement is maximized.
